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1 Overview

1.1 Introduction

The Virginia Department of Alcoholic Beverage Control has developed Online Licensee Ordering for the
Management of Inventory and Product Sales (MIPS) application for Licensees use for placing orders
directly with the Point of Sale (POS) system in a store. This system is another avenue for Licensees to
place orders efficiently and effectively.

Online Licensee Ordering allows Licensees to view accurate and up-to-date product codes with present
and future discounting and provides automatic email notifications when orders are submitted and ready
for pick up. Real-time inventory levels at the store are available for the Licensee as they place their order.

The Online Licensee Ordering User Guide is intended for Licensee use for setup and use of the MIPS
Online Licensee Ordering system to place orders.

1.2 Technical Specifications

MIPS Online Licensee Ordering is a web application accessible via internet browser. Browser settings
must be configured to enable Java-script and Session Cookies and must allow Pop-ups. MIPS is
optimized for Internet Explorer 8 at this time. Browser compatibility will be increased with future
application releases.

1.3 Prerequisites

In order to use the MIPS Online Licensee Ordering system, Licensees must:

1. Create an account for VA ABC Account Central

2. Request access to MIPS Online Licensee Ordering

3. Accept the Terms and Conditions for use of the MIPS application

4. Access MIPS Online Licensee Ordering as a representative of a company or business with a
valid and active Mixed Beverage License.
NOTE: Contact the VA ABC Bureau of Enforcement for further inquiry regarding licensing and
license status.

1.4 Support
For inquiries related to existing orders, contact your primary ABC store.
For technical issues, see Section 5 — “Troubleshooting and FAQs”

For additional issues, email the ABC Production Support Team. - ABC-PST@cov.virginia.gov
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2 Getting Started

Licensees may place orders through the MIPS Online Licensee Ordering system. To use this system and
before submitting an order online, Licensees must first set up an Account Central account and then
request access to the MIPS application. It is recommended that Licensees perform this setup days prior
to needing to submit and/or pickup an order from their assigned ABC store.

NOTE: Account Central account setup and MIPS access request steps detailed in this section are only

required for initial setup prior to accessing MIPS Online Licensee Ordering for the first time. Licensees

that have completed these step, will skip this section and proceed directly to MIPS to create and search
orders and guides.

2.1 Create an Account Central account

Licensees must create an Account Central account to use in requesting request access to
MIPS Online Licensee Ordering.

1. Enter the following URL into the address bar of your internet browser.
https://gin.abc.virginia.gov/mips/index.html

2. On the MIPS Login page, click on the “Login” link.
NOTE: You will be directed to Account Central.

To use the application, please make sure that
Javascript and Session Cookies are enabled, and that Popups are not blocked.

bout MIPS

2901 Hermitage Road . PO Box 27491 . Richmond, Virginia 23261
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3. On the Account Central login screen, click on the “Sign up for an Account Central account”
link

www.abe.virginia.gov

Login to Account Central Create-anaccoun
. m Sign up for an Account Central account
Login ID
| Need Help?
Password m | forgot my Login ID
| m Reset my password
m Tell me more about Account Central

4. Read the disclaimer.

5. Accept or decline the disclaimer.
a. Click the “Accept” button to accept the disclaimer.

OR
b. Click the “Decline” button to accept the disclaimer.

www.abe.virginia.gov

Create a new user account - Disclaimer

Disclaimer: Unauthorized attempts to modify any information stored on this system, to defeat or
circumvent security features or to utilize this system for other than its intended purposes are
prohibited and may result in criminal prosecution. |

Accept Decline |
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6. An email account is not required for creating an Account Central account. However, by

providing an e-mail address you will be able to recover from forgotten Login ID, recover from
forgotten or expired password, and receive account notifications via email.
a. Select either:
i. “lI have an e-mail address and would like an Account Central account”
OR
i. “I DO NOT have an e-mail address but would like an Account Central
account”

b. Click the “Continue” button.
NOTE: Though an email address is not required for setup of an Account Central account, you
are required to provide an email address in order to request access to the MIPS application
for Online Licensee Ordering. See section 2.2 — “Request Access to MIPS”.

! ,/l "" \E

www.abe.virginia.gov

Create a new user account

IAn e-mail address is not required for creating an Account Central account. However, by providing an e-mail address you will be able
to:

« Recover from a forgotten Login ID o
« Recover from a forgotten or expired password

+ Receive notifications via e-mail about your account

© Y have an e-mail address and would like an Account Central account

# 1 DO NOT have an e-mail address but would like an Account Central

Cancel |

7. Establish user credentials for your Account Central account:

Enter preferred Login Id and Password in the respective fields.

b. Enter password a second time in the “Confirm Password” field.
c. Click the “Submit” button.

a.

www.abe.virginia.gov

Create a new user account - User credentials

Each time you login to Account Central you need to provide a Login ID and password. Please create a Login ID and password. Both
must adhere to the respective requirements defined below.

Password Policy
s Must be between 8 and 30 characters in length

« Must contain one lower case, one upper case, one number
s Previously used passwords are not permitted

Login ID :|
Password™ |
Confirm password |

Submit | Back |

7/23/2012 - LicenseeOrderingUserGuide.docx
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2.2

Upon successful creation of an Account Central account, the message “Your user account
was created successfully” will appear at the top of the screen.

www.abec.virginia.gov

| @ Your user account was created successfully

nt Central Create an accou
m Sign up for an Account Central account

Login ID
| Need Help?
Password m | forgot my Login ID
| = Reset my password
m Tell me more about Account Central

Request access to MIPS Online Licensee Ordering

Licensees must request access to MIPS Online Licensee Ordering through their Account
Central account. To create an Account Central account, see section 2.1 - “Create an

Account Central account”.

1. Enter your Account Central Login ID and Password in the “Login to Account Central” box and

click the “Login” button.
NOTE: When you first log in to Account Central, you will be directed to the MIPS Access

Request screen. For all subsequent logins, you will be directed to the MIPS home page.

www.abe.virginia.gov

|®Ynur user account was created successfully

Create an account
Sign up for an Account Central account

ogin to Account Centra

Login ID
| | Need Help?

Password

| |

Tell me more about Account Central

7/23/2012 - LicenseeOrderingUserGuide.docx

8 of 31



VA Department of ABC Online Licensee Ordering User Guide

2. Enter your contact information in the designated fields. Required fields are indicated by the
blue stars.

My Account

Logout

Support 4]

www.abec.virginia.gov
al g Home

MIPS Access Request
Submit

# Denotes a required fleld
Request MIPS Access Tutarial

Please note: MIPS Access can only be granted to representatives of ABC Vendor, Carrier or Licensee.
If you are an existing MIP S user please do not request new access.

Enter Contact Information

MName Prefix | Select One ¥ |

# First Name IJEHE

Middle Mame

# L ast Name IDUEB'

* Email Address |jﬂﬂe@m¥00rﬂ|ﬂﬂﬂy-00m

#* Phone Number |555-555-5555 ext | (e.g., 555-555-5655)

# Fax Number |555-555-5558 ext | (.., 555-555-5555)

Enter business address:

# Address 1 [101 5. Main Street

Address 2 |

*# City IHumetuwn

# State |VA x|
*2IP Code 5555 -

Access Type

3. Scroll down the page to the “Access Type” section.
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4. Inthe “Access Type” section, complete the required information as indicated by the blue

stars.

a. Click on “Licensee Ordering Rep” in the “Access Type Requested” field.
b. Enter your company business or trade name in the “What company do you

Represent?” field.

c. Complete the “What Time Frame Would You Expect to Start?” field.

* 7IP Code [23220 |

Access Type

A Productinventory Rep is able to submit Products for Consideration, update existing
Froduct Specifications, addiupdate Discounts, and view Inventory Levels.

A Delivery Scheduling Rep is able to submit orders for inventory to be delivered to the
ABC.

ALicensee Ordering Rep is able ta submit orders to be picked up at an ABC store.

# Access Type
Requested

# What Company do yo

(Vendor/Carrier/iLicens&e
Mame)

# What Time Fra
Would You Expekt to |
Start?

J\

d. Enter your license number in the “License Number” field.

For Licensee Qrdering Representative Omly:

A Licensee Qrdering Rep must enter only one license. Ifthe Rep will
he representing more than one license for an owner, then they will
he automatically associated.

* License Numb@

[ | =
® What Vendor
(s) are you
delivering for? _|

Submit

-

7/23/2012 - LicenseeOrderingUserGuide.docx
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5. Click the “Submit” button.
NOTE: The area designated “For Delivery Scheduler Representative Only:” is not applicable
for Online Licensee Ordering.

6. Upon approval of your MIPS access request, the message “Your Access Request has been
approved.” will appear at the top of the screen

7. Click on the "Logout” link.
NOTE: Once your MIPS access request is approved, log out of Account Central for the noted
processing period. After this period, you may access the Online Licensee Ordering system,

My Account Support *|

www.abe.virginia.gov

MIPS Access Request

Your Access Request has been approved. b
Please logout and login to the system again after 5 minutes to start using MIPS application.

Please note: MIPS Access can only be granted to representatives of ABC Vendor, Carrier or Licensee.
If you are an existing MIP$ user please do not request new access.

Enter Contact Information

Your Access
Request has
been approved.

Mame Prefix

#* First Name [Jans

Middle Name |

* Last Name |335:-

2.3 Review Terms and Conditions

Licensees must accept the Terms and Conditions in order to use the MIPS application in
order to use the Online Ordering system to place orders.

1. Enter the following URL into the address bar of your internet browser.
https://gin.abc.virginia.gov/mips/index.html

2. Click on the “Login” link to be directed to Account Central for Login

3. Enter your Account Central Login ID and Password in the “Login to Account Central” box and
click the “Login” button.
NOTE: When you first log in to access Online Licensee Ordering, you will be directed to the
MIPS Application Terms and Conditions page. For all subsequent logins, you will be directed
to the MIPS Welcome page.
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4. Read the Terms and Conditions.
a. If you agree to the terms and conditions, then click the “Accept” button.
b. If you do not agree to the terms and conditions, then click the “Decline” button

My Account | Logout | Support

Terms and Conditions

Terms and Conditions for using ABC MIP S application.

“Itis the policy of the Commonwealth of Virginia that personal information about citizens will be collected only to the extent necessary to provide the service or
benefit desired; that only appropriate information will be collected; that the citizen shall understand the reason the information is collected and be able to examine
their persanal record which is maintained by a public body.”

This Web site:

1. Collects no personal information, except where information is voluntarily submitted to web forms on this Web site.

2. Does not place a "cookie”™ on your computer.

3. For each visitor, we collect the Internet Protocol (IP) address, type of browser used, the date and time of the visit, and the IP addresses of the locations that the
wvisitor linked during his or her visit to our Web site. This information is strictly used for statistical reporting purposes.

Virginia law:
We protect our records in accordance with our obligations as defined by applicable Virginia statutes, including, but not limited to, the "Virginia Privacy Protection Act
of 1976", the "Virginia Freedom of Information Act, and by any applicable U.S. federal laws.

Links to other Web sites:
Our Web site may contain links to other public or private entities’ Web sites, whose privacy practices we do not control

Choice to provide information:
There is no legal requirement for you to provide any information at our Web site. However, failure to provide optional information will mean that the particular
feature or service associated with that part of the Web page will not be available to you.

Customer comments:
If you have questions about this privacy statement or the practices of this Web site, please contact us at webmaster@abec.virginia.qov.

Accept Decline

5. Upon accepting the Terms and Conditions, you will be directed to the MIPS Welcome page
where you may begin using the Online Licensee Ordering system.

My MCCOUNT | LOQOUT | SUPpPOFT

www.abe.virginia.gov

Welcome Jane Doely

For navigation, use the buttons/links provided by the application, not the ones provided by the browser.

Search Orders/Guides
Create Order
Add Order Guide

Update Contact Infarmation
Leave Feedback

View Terms and Conditions
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3 Online Licensee Ordering System

3.1 Your First Online Order

Prior to accessing the Online Licensee Ordering System for the first time, Licensees must
completed the steps outlined in section 2 — “Getting Started”. See section 1.3 — “Prerequisites”.

It is recommended that you review sections 3.2 — 3.6 prior to submitting your first order. These sections
describe ordering and product information features of the Online Licensee Ordering system you may find
useful while placing your order.

The use of “drafts” is also recommended as the Online Licensee Ordering system has a limited time for a
browser session to stay active. Itis a good idea to save your order as a drat if you believe it will take you
longer than 10-15 minutes to complete the order or if you are going to be away from your computer for
any amount of time while in the midst of placing an order. See section 3.6 — “Save Order as Draft”.

3.2 Log in

1. Enter the following URL into the address bar of your internet browser.
https://gin.abc.virginia.gov/mips/index.html

2. Click on the “Login” link to be directed to Account Central for Login.

3. Enter your Account Central Login ID and Password in the “Login to Account Central” box and
click the “Login” button.
NOTE: When you first log in to access Online Licensee Ordering, you will be directed to the
MIPS Application Terms and Conditions page. For all subsequent logins, you will be directed
to the MIPS Welcome page.

-4 @;

‘l Welcome to the MIPS} Online System

Management of Inventory and Product Sales

To use the application, please make sure that
Javascript and Session Cookies are enabled, and that Popups are not blocked.

About MIPS

2901 Hermitage Road . PO Box 27491 . Richmond, Virginia 23261

7/23/2012 - LicenseeOrderingUserGuide.docx 13 of 31


https://gin.abc.virginia.gov/mips/index.html

VA Department of ABC Online Licensee Ordering User Guide

3.3 Create an Order

Online Licensee ordering allows Licensees to place orders on line for pick-up at their base store.
1. Log in to the Online Licensee Ordering System. See section 3.2 — Log in”.

2. Click on the “Create Order” link.

My ACCOUNT | LOQOUT | SUpPpPOFT

www.abe.virginia.gov

Welcome Jane Doely

For navigation, use the buttonsilinks provided by the application, not the ones provided by the browser.

« Update Contact Information
e Leave Feedback

o View Terms and Conditions

3. Verify that the information is correct for the following fields: “License Number”, “ABC Store

Number”, “Store Address”, “Store Phone”, and “Order Contact”.
a. If you have multiple license numbers, then be sure to select the correct license
number for your order from the drop-down “License Number” field.

NOTE: Each Licensee is assigned a base store by their Enforcement Agent. If you have
multiple licenses, the base store may vary among them. Therefore by selecting a different
license number, the store number and other store related information may change. See
section — “Troubleshooting and FAQs” ,question 5.

My Account | Logout | Support

www.abe.virginia.gov
& g Ordering

Licensee Orders

3
Create Licensee Order

Cancel | SaveDraft| Submit |

* Denotes a requirsd fisld

ink Navigat
Same day orders must be submitted before 8 am. Please contact the store directly if you need scheduling Perform Mew Search
assistance -

* Store Number: 331 # License Numhber, |50444 +

. Short Pump Crossing Shopping Center 3406 Pump Road
Store Address: Richmond, VA 23233

Store Phone: 804-360-7613

* Requested ng?:- v # Order Contact  Jane Doely

Flease note: * indicates that the Retail Bottle Price reflects discount

Eind Product Codes If a productis Discontinued or Closed Out, the font color of the product details will be red
. . . . Store
Line Order Information Product Information Discount Information
Inventory
Mumpar  PTOdUCE P Product Bottle Bottles per Retail Bottle Current Next Available “

7/23/2012 - LicenseeOrderingUserGuide.docx 14 of 31
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4. Select your requested pickup date from the drop-down menu in the “Requested Pickup Date”
field.
NOTE: Same day orders must be submitted before 8 am. Please contact the store directly if
you need scheduling assistance.

My Account | Logout

| Support

.abe.virginia.
www.abe.virginia.gov ordering

Licensee Orders )

Create Licensee Order
Cancel | SaveDraft| Submit |

* Denotes a reguired field

Same day orders must be submitted before 8 am. Please contact the store directly if you need scheduling
assistance.

Perform Mew Search

# Store Mumber; 331 * License Number: | 50444 %

Short Pump Crossing Shopping Center 3406 Pump Road
Richmond, VA 23233

Store Phone: 804-360-7613

Store Address

* Requested Pickup

he # Order Contact: Jane Doely
Date
07-26-2011, Tuezday
07-27-2011, Wednesday
07-28-2011, Thursday
07-29-2011, Friday 2 note: *indicates that the Retail Bottle Price reflects discount.
. 07-30-2011, Saturday . . . .
Eind Prt pe 012011, Monday pductis Discontinued or Closed Out, the font color of the product details will be red.
08-02-2011, Tuesday store
Line Order Information Product Information Discount Information
Inventory
- Product e Product Bottle Bottles per Retail Bottle Current Next Available A
“ » :
5. Scroll down to the “Order” section.
~
Flease note: * indicates that the Retail Botile Price reflects discount
Find Product Codes If a product is Discontinued or Closed Out, the font color of the product details will be red.
) ! ’ ; Store
Line Order Information Product Information Discount Information
Inventory
Product Product Bottle Bottles per Retail Bottle Current Hext Available
Humber "~ coge Botties Name size case Price Month Montn Bottles
1
2
3
4
5
5]
7
8
9
10
"
12
13
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6. Enter the product code in the “Product Code” field.
NOTE: You may choose to view product and discount information or search product
information as you place your order.
See section 3.4 — “View Product and Discount Information”.
See section 3.5 — “Search Product Information”.

Please note: *indicates that the Retail Bottle Price reflects discount
Eind Product Codes If a product is Discontinued or Closed Out, the font color of the product details will be red.
- . 5 5 . Store
Line Order Information Product Information Discount Information
Inventory
Product Product Bottle Bottles per Retail Bottle Current Next Available
Humber " ¢ e Bottles Hame size Case Price Month Month Bottles
1D
2 [ ][]
s [ I ]

>

7. Click in the empty box next to a product in the “Bottles” column and enter the number of
bottles of the product(s) that you wish to order.
NOTE: You can see the number of bottles currently available in the store’s inventory by
looking at the “Store Inventory Available Bottles” column.

Flease note: * indicates that the Retail Bottle Price reflects discount.

Find Product Codes If a product is Discontinued or Closed Out, the font color of the product details will be red.

Line Product Information Discount Information tore Inventol
Available
Bottles

Product Bottle Bottles per Retail Bottle Current Next
Name Size Case Price Month Montl

1 ParanX0  750m| 6 27 No No 0
Cafe
2 Fatron Silver  200ml 12 17.95 No Mo 0

2]
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8. Repeat steps 6-7 until you have all products that you wish to order included in your order list.
NOTE: The Online Licensee Ordering system has a limited time for a session to stay active,
so itis a good idea to save an order as a draft if you believe it will take you longer than 10-15
minutes to complete the order screen or if you are going to be away from your computer for
any amount of time while in the midst of placing an order.
See section 3.6 — “Save Order as Draft” for instructions on how to save your order as a drafft.

9. To add more products to your order, click the “Add More” button at the bottom of the screen
toad additional rows to your list.

w [ ][]
v [ ][]
I I b
wo [ T[]
o [ ][]
a [ ][]
2z [ ][]
a [ [ ]
a [ ][]
s [ ][]
w [ ][]
z [ ][]
w [ [ ]
w [ ][]
w [ ][]

10. To submit your order, scroll to top of the page and click the “Submit” button.

My Account | Logout | Support A

C -
www.abc.virginia.gov Ordering

Licensee Orders )

Create Licensee Order

Cancel | SaveDraft w
* Denotes a required field
Link Navigation _
Same day orders must be submitted before 8 am. Please contact the store directly if you need scheduling Perform Mew Search
assistance R
* Store Number. 331 * License Number
Short Pump Crossing Shopping Center 3406 Pump Road
Slore AGIIesS. gichmond, VA 23233
Store Phone: 804-360-7613
*Requestea FERp # Order Contact. Jane Doely
Date
Please note: *indicates that the Retail Bottle Price reflects discount.
Find Product Codes If a product is Discontinued or Closed Out, the font color of the product details will be red.
Line Order Information Product Information Discount Information ST
Inventory
e — Product e Product Bottle Bottles per Retail Bottle Current Next Available hd
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a. If the message “Your order was successfully submitted to POS.” appears at the top of
the screen, your order was successfully submitted with no errors.

Once the order has been fulfilled, you will receive an email notifying you that your
order has been picked and verified and it is ready to be picked up from the ABC retail
store with which the order was placed.

My Account | Logout | Support &

Ordering

Licensee Orders

view Order
The Order was successfully submitted to POS.

OrderId: 20008 License Number: 24054
Guide Id: Not Available Can Accept Checks: No W
rder
Guide/Profile Name: Mot Available Company Mame: Tropical Soul Inc
Perform Mew Search
Order Status: Store Pending Trade Name: Tropical Soul

Business Address: 314 N 2nd St, Richmond, VA 23219
Store Mumber. 778 Licensee Contact Mame: Jane Doely
Central Park Shopping Center 1416

b. If the message “Unable to submit the order to POS due to low inventory levels for
some products.” appears at the top of your screen, this means an item on your list is
either not available or is not available in the quantity that you requested.

My Account | Logout | Support &

(|
WWW. ! .virginia.gov

Licensee Orders

Ordering

le to submit the order to POS due to low inventory levels for some products.
<The Order was saved to the system. We will continue the attempts to submit the order prior to the Requested Pickup Date.

In case a store gets enough inventory the order will be submitted automatically and you will be notified by email.
Otherwise, you can update the items in the order and re-submit it.

Orderld: 20008 Cicense Number: 24054
Guide Id: Hot Available Can Accept Checks: No Update Order
Guide/Profle Name: Not Available Company Name: Tropical Soul Inc —8;339 New Qrder from this
Order Status: Out of Stock Trade Name: Tropical Soul

Perform New Search
Business Address: 314 N 2nd St, Richmond, VA 23219

Store Number. 778 Licensee Contact Mame: Jane Doely

Cobeal Nk © Coninc AdaE

i. If you do nothing:
Your order is saved in the system and the system will continue attempts to
submit the order prior to the Requested Pickup Date. You will receive
notification via email.

o If the store gets enough inventory to process your order prior to your
Requested Pickup Date, your order will submit and will receive
notification via email.

NOTE: Once the order has been fulfilled, you will receive an email
notifying you that your order has been picked and verified and it is
ready to be picked up from the ABC retail store with which the order
was placed

e |f you do not receive order confirmation email stating that your order
has been successfully submitted within a reasonable time period,
then you should update your order and re-submit. See next section
for details.
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NOTE: Upon your Requested Pickup Date, if one or more items on your
list is either not available or is not available in the quantity that you
requested NONE OF THE ORDER WILL BE SUBMITTED.

You will receive email confirmation once the order is sent to the store.

Example: If there are only 4 bottles in stock and you have requested 6
bottles, then once the store’s inventory is updated to 6 or more bottles the
order will be submitted. If the store’s inventory is not updated to at least 6
bottles, NONE OF THE ORDER WILL BE SUBMITTED.

ii. You may update your order and re-submit.

Click the “Update Order” link in the “Link Navigation” box on the right side of
the screen. You may then update your order by choosing to remove the item
that is out of stock, edit the quantity requested, or substitute the item.

My Account | Logout | Support ~

virginia.gov
g g Ordering

Licensee Orders )
View Order
Unable to submit the order to POS due to low inventory levels for some products.

The Order was saved to the system. We will continue the attempts to submit the order prior to the Requested Pickup Date.
In case a store gets enough inventory the order will be submitted automatically and you will be nofified by email.
Otherwise, you can update the items in the order and re-submit it.

Orderd: 20008 License Number. 24054

Guide Id: Not Available Can Accept Checks: Mo Update Order
Guide/Profile Mame:  Not Available Company Mame: Tropical Soul Inc —8[32‘[9 Mew Order from this
Order Status: Out of Stock Trade Mame: Tropical Soul -

Perform Mew Search
Business Address: 314 N 2nd St, Richmond, VA 23219

Store Number. 778 Licensee Contact Name: Jane Doely

Central Park Shoppina Center 1416

Items that are out of stock or are in conflict with the amount of inventory
available are highlighted in pink.

1. Click in the “Bottles” field to adjust the number of bottles requested.

2. To delete the product from your order, highlight the product code in the

Product Code field and hit the “Delete” button on your keyboard. Then
highlight the number of bottles requested in the corresponding “Bottles’
field and hit the “Delete” button on your keyboard.

Status: Out of Stock Submit Date: 07-18-2011

Please note: * indicates that the Retail Bottle Price reflects discount.
Find Product Codes If 2 product is Discontinued or Closed Out, the font colar of the product details will be red.

Line Order Information Broducthif adl Discount Information  Store Inventory

Product Bottle Bottles per Retail Bottle Current Hexi ilable
Code Name Size Case Price Month Month Bottles
1 67505 1 Fatron X0 75pm) 5 27.90 No No 0
Cafe

MNo

MNo

17.95

Patron Silver  200ml 12

3. Once you have finished making changes, scroll to the top of the page
and click the “Submit” button.

7/23/2012 - LicenseeOrderingUserGuide.docx 19 of 31



VA Department of ABC Online Licensee Ordering User Guide

c. If the message “Unable to submit the order to POS due to some system
communication problems.” appears at the top of your screen, this means that there is
a connection issue between the MIPS Online Licensee Ordering system and the
designated store’s Point of Sale system and that once the connection is restored the
order will be submitted.
NOTE: Connection problems can be very short or may be more serious and can last
for several days. If you do not receive order confirmation email stating that your
order has been successfully submitted within a reasonable time period, then you
should contact your primary ABC retail store directly to place your order.

My Account | Logout | Support &

www.abe.virginia.gov

Ordering

Licensee Orders
View Order

Unable to submit the order to POS due to some system communication problems.
The Order was saved to the system. We will continue the attempts to submit the order prior to the Requested Pickup Date.
If the order is successfully submitted to POS you will be notified by email.

\emar.m; 20009 License Nurnher

Create New Order from this

Guide Id: Mot Available Can Accept Checks: Yes T
Guide/Profile Name: Mot Available Company Name: Tropical Soul Inc
Perform Mew Search
Order Status: Licensee Entered Trade Mame: Applebees Neighborhood Grill & Bar

11780 W Broad St, Richmond, VA

Business Address: 23233

Store Mumber. 331 Licensee Contact Mame: Jane Doely

i. If you do nothing:
Your order is saved in the system and the system will continue attempts to
submit the order prior to the Requested Pickup Date.

e If your order is successfully submitted to POS, you will receive
notification via email
NOTE: Once the order has been fulfilled, you will receive an email
notifying you that your order has been picked and verified and it is
ready to be picked up from the ABC retail store with which the order
was placed.

ii. You may contact your primary ABC retail store directly to place your order if
you do not receive order confirmation email stating that your order has been
successfully submitted within a reasonable time period.
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3.4 View Product and Discount Information

While creating an order:
NOTE: See section 3.3 — “Create and Order”.

1. Enter the product code in the “Product Code” field.

Flease note: * indicates that the Retail Bottle Price reflects discount.
Find Product Codes If a product is Discontinued or Closed Out, the font color of the product details will be red
Line Order Information Product Information Discount Information HAnTE
Inventory
Product Product Bottle Bottles per Retail Bottle Current Hext Available
LI Code SiE Name Size Case Price Month Month Bottles
1
2
3
R - “ »
2. Place the cursor within the field and press the “Enter” key on your keyboard.
While creating an order:
. H [ 77
NOTE: See section 3.3 — “Create and Order”.
H “* H (i H
1. Click on the “Find Product Codes” link
© Please note: *indicates thatthe Retail Bottle Price reflects discount.
Find Product Codes If a preduct is Discentinued or Closed Out, the font color of the product details will be red.
Line order Information Product Information Discount Information Store
Inventory
Product Product Bottle Bottles per Retail Bottle Current Next Available
LT Code Eeliee Name Size Case Price Month Month Bottles
1
2

2. Enter Search Criteria information to assist you with finding the correct product and click the

“Search” button in the upper right-hand corner of the Search window.

EEENA 7~ Virginia Alcoholic Beverage Control MIPS System - Windows Inte... g@g|
Find Product Codes faproductisff A
Line Order Information ;?‘E”
Product ilable
Number Code Bottles tles
| [ Product Search
1 <)
2
3 Search Criteria
4 Product Name ||
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a. Scroll down in the Search window to see the Search results below the “Search

. .y
Criteria” box.
Please note: ] You can use * as wildcard when searching by Product Mame. The search is A
§ i NOT case sensitive.
Find Produdt Codes Ifa productis You can enter ‘absol™ or ‘Absol™ to search for all ‘Absolute’ products.
Line Order Information Buying Group | STANDARD ] z:ﬁw
Product Merchandise lable
Humber o Bottles Category L o9uia ¥ =
T e N Merchandise Erand
Merchandise Label
CO I b
To search by Label, select a Brand first
s [ 1]
4
l:l l:l Flease note: * indicates that the Retail Bottle Price reflects discount
5 l:l l:l If a productis Discontinued or Closed Out, the font color of the Add Product |
product details will be red.
s [ [ | —_— :
Retail Discount Discount
7 Code Name Size BPC Bottle This Next Choose
I e —
8
I B 067595 Pag‘;’r‘exo 750ml 6 27.9 No No O
’ oe7757 PAONEO aem 42 159 No No O
Fatron
N ossze0 3T 200ml 12 17.95 No No O
2 [ ] | osszee Faon  szsmi 12 25 No No 2
13 l:l l:l Done ‘aLucalwntranet dg v Wik -

>

b. From the Search results, select the item(s) you wish to order by selecting the
“Choose” box for the respective product(s).
NOTE: If a product is discontinued or closed out, the font color of the product details

will be red.
Flease note: You can use * as wildcard when searching by Product Name. The search is
- : NOT case sensitive
Find Product Codes If a productis
2 You can enter ‘absel* or ‘Absol* to search for all ‘Absolute’ products.
Line Order Information Buying Group | STANDARD v‘ z:sry
Product Merchandise lable
Humber = Bottles Category L=l ¥ =
T e Merchandise Brand
Merchandise Label
2 [ ][ ]
To search by Label, select a Brand first.
I I |
4
l:l l:l Please note: * indicates that the Retail Bottle Price reflects discount
< l:l I:l If a product is Discontinued or Closed Out, the font color of the Add Product l
product details will be red
s [ [ ] —_— :
Retail Discount Discount
7 Code Name Size BPC Bottle This Hext Choose —
LI ] B
8
[ — o67s95 FARKO 7somi 5 279 Mo No
° 067757 PAONAD e 12 159 o No
Patron
w [ 1] oes290 ‘oot 200ml 12 1795  MNo No
2 [ ] oesase Psa”‘;gp 375ml 12 25 No No 2
13 ‘a\_ocal intranet vy v Hi0w -

|2

7/23/2012 - LicenseeOrderingUserGuide.docx 22 of 31



VA Department of ABC Online Licensee Ordering User Guide

c. Scroll to the top of the Search results window and click the “Add Product” button. This
will populate the order form on the original screen.

rginia Alcoholi erage Control MIPS System - Windows Ints 1
Please note: You can use * ag_wwldcard when searching by Product Name. The search is
ol ifa productis ‘TUOJCZ?]SSHSISP'EIS;E.P' or ‘Absol* to search for all ‘Absolute’ products.
Line Order Information BUYiNg Group | STANDARD v z{sw
Number Pg:d":l Bottles Ivler%]:tnetghoss ;:59

Merchandise Brang
Merchandise Label | Search All hd

To search by Label, select a Brand first.

Flease note: * indicates thatthe Retail Bottle Price reflects discount

If a product is Discontinued or Closed Out, the font color of the Add Product
product details will be red

Retail Discount Discount
Code Name Size BPC Bottle This Next Choose —
Price  Month Month

oe7ses TANXO genn 6 270 No No

z Cafe
Patron X.0.
0 os7757 PEAIORKO 75m 12 159 no No O
1 088290 P;r\;gp 200m 12 1795  No No
12 osa2ed  FATON apg gp 25 No No =
Silver ol

13 & Local intranet Fg v H100% -

0O
IUCEAEULLEUE
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3.6 Save Order as Draft

Orders may be saved as drafts so that you can come back at a later time and update or complete the
order and then submit it.

NOTE: The Online Licensee Ordering system has a limited time for a browser session to stay active, so it
is a good idea to save an order as a draft if you believe it will take you longer than 10-15 minutes to
complete the order screen or if you are going to be away from your computer for any amount of time while
in the midst of placing an order.

1. While creating an order, click the “Save Draft” button located in the upper right-hand corner of
the screen.

My Account | Logout | Support

Ordering

Licensee Orders
Create Licensee Order

Cancel | SaveDraft| “Submit |

* Denotes areguired field

Same day orders must be submitted before 8 am. Please contact the store directly if you need scheduling
assistance.

Perfarm New Search
* Store Number: 331 * License Mumber: | 50444 %

Short Pump Crossing Shopping Center 3406 Pump Road
Richmond, VA 23233

Store Phone: B04-360-7613

Store Address:

* Requested Pickup

: b # Order Contact Jane Doely
Date:

Please note: * indicates that the Retail Bottle Price reflects discount.

Find Product Codes If a product is Discontinued or Closed Out, the font color of the product details will be red

Store
Inventory

Bntflac Product Bottle Bottles per  Retail Bottle Current Hext Available v

Line Order Information Product Information Discount Information

Product

Mismhar

For instructions on how to access a draft order see section 3.8.1 — “Search Orders and Guides”

3.7 Create Order Guide

The Online Licensee Ordering system has a feature that allows you to make an order guide (or template)
and re-use it as a basis for future orders. This cuts down on the amount of time you have to spend
entering orders into the system. Multiple guides may be created to account for ordering in special
circumstances. For example, perhaps you want to make a guide for - regular holiday orders. By doing so
you may increase the efficiency of your ordering and eliminate the need to research old invoices to
recreate new orders.

To place an order from a guide, simply log in to the system and select your guide, make any necessary
adjustments and select the your new order. See section 3.8.5 — “Create Order from Guide or Previous
Order”.
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Note: Prior orders may also be used as starting points for new orders, however, the Online Licensee

Ordering system only keeps orders for the last three months. Order Guides will be stored until removed
by the licensee.

1. Log into the Online Licensee Ordering System. See section 3.3 = Log in”.

2. Click the “Add Order Guide” Link.
yA

My Account | Logout | Support

www.abe.virginia.gov
= g . Home
Welcaome Jane Doely

For navigation, use the buttons/links provided by the application, not the ones provided by the browser.

e Search Orders/Guides
o Create Orde

o Add Order Guide

« Update Contact Information
e Leave Feedback

e Yiew Terms and Conditions

3. Enter the guide/profile name in the “Guide/Profile Name” field.

NOTE: An example could be “Regular Weekly Liquor Order” or “Christmas Holiday Order” or
“My Vodka Order.”

7 My Account | Logout | Support =&
! =
A IAC

www.abe. virginia.gov

Ordering
Licensee Orders

Create Order Guide
Cancel Submit
*  Denotes a required fleld
Link Navigation

* Guide/Profile Name |

* License Mumber | 24054 %

Perform Mew Search

Please note: *indicates that the Retail Bottle Price reflects discount
Find Product Codes If a product is Discontinued or Closed Out, the font color of the product details will be red
Line Guide Information Product Information

Humber Product Code Bottles

LA A I

Discount Information
Product Name Bottle Size Bottles per Case  Retail Bottle Price  Current Month  Next Month

4. Verify that the guide is for the correct license number.

a. If you have multiple license numbers, select the correct license number from the
drop-down “License Number” field.

5. Create your guide by adding product codes and quantities as when creating an order.
NOTE: See section 3.3 — “Create an Order” for details.

6. When you have completed your guide, scroll to the top of the page and click the “Submit”
button.
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My Account | Logout | Support 4

] /’l"f \&

www.abc.virginia.gov

.1 Home Ordering

Licensee Orders
Create Order Guide

»

cancer (_Submit )

ink Navigation
* Guide/Profile Name Perform Mew Search

* License Number | 24038 v

* Denotes a regquired fleld

Please note: *indicates that the Retail Bottle Price reflects discount
Find Product Codes If a product is Discontinued or Closed Out, the font color of the product details will be red
Line Guide Information Product Information Discount Information
Number Product Code Bottles Product Name Bottle Size Bottles per Case  Retail Bottle Price  Current Month  Next Month
1

2

3.8 Previous Orders and Guides

The Online Licensee Ordering system allows you to view, update and delete your guides and previously
submitted orders.

Additionally, previous orders and guides may be used as starting a point to create new orders, however,

the system only keeps three months of order history. Order Guides will be stored until removed by the
licensee.

3.8.1 Search Orders and Guides

1. Log into the Online Licensee Ordering System.
NOTE: See section 3.3 —“Log in”.

2. Click the “Search Orders/Guide” Link.

My Account | Logout | Support

www.abe.virginia.gov

Welcome Jane Doely

For navigation, use the buttons/links provided by the application, not the ones provided by the browser.

e Search Orders/Guide

e Create Order
o Add Order Guide

Update Contact Information
Leave Feedback

View Terms and Conditions
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3. Enter your search criteria and click the “Search button..

Vi My Account | Logout | Support
yes-

.abc.virginia.
www.abec.virginia.gov . Home Ordering

Licensee Orders

Search Licensee Orders and Guides

Search Criteria Sort Options Sort Order
Order Mumber || Guide ID © order Pickup Date Descending [
License Mumber Guide Name O store Number
C License Number
Store Mumber Type |Sckct Al v
O Guide Name
Product Code Order Status | Search Al v
From Pickup Date Calendar To Pickup Date Calendar
4. Scroll down to view Search results.
Search Criteria SOt Uptons SOMOraer
Order Number Guide ID (2 Order Pickup Date Descending |
License Number Guide Name O store Number
O License Number
Store Nurmber Type | Select All ¥
O Guide Name
Product Code Order Status | search Al b
From Pickup Date Calendar To Pickup Date Calendar
Type Order or Guide ID Guide Name License Number Store Number Requested Pickup Date Status Action
Guide 2 My Vodka Guide 24054 & t]o] =
Order 200085 Mot Available 50444 33 07-30-2011 Licensee Entered ﬂg
Order 20007 Mot Available 24054 778 07-29-2011 Store Pending ﬂg
Order 20006 Mot Available 50444 kkh| 07-27-2011 Licensee Entered ﬂg
Order 20004 Mot Available 24054 ] 07-23-2011 Licensee Entered ﬂg
Qrder 20009 Mot Available 50444 N 07-21-2011 Licensee Entered a2
Order 20008 Mot Available 24054 778 07-18-2011 Store Pending ﬂg
Order 20001 Mot Available 50444 33 07-16-2011 Licensee Entered ﬂg
Rows: 110 8 of 8

3.8.2 View Order Status

On the “Search Licensee Orders and Guides” results screen:

1. To view the status of an order, see the “Status” column.
NOTE: See section 3.8.1 — “Search Orders and Guides” for instructions on how to access
this search feature.
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3.8.3 View Order and Guide Details

On the “Search Licensee Orders and Guides” results screen:

C\

1. To view order or guide details, click on the magnifying glass button J in the “Action”
column for the item you wish to view.

NOTE: See section 3.8.1 — “Search Orders and Guides” for instructions on how to access

this search feature.

3.8.4 Update Order and Guide Details

On the “Search Licensee Orders and Guides” results screen:

1. To update order or guide details, click on the up arrow button ﬂ in the “Action” column for
the item you wish to update. You will only be able to update orders or guides with a status of
“Draft” or “Out of Stock”.

NOTE: See section 3.8.1 — “Search Orders and Guides” for instructions on how to access
this search feature.

3.85 Create Order from Guide or Previous Order

On the “Search Licensee Orders and Guides” results screen:
1. To create an order from a guide or previously created order, click on the curved arrow button

&

-J in the “Action” column for the item you wish to use as a basis for your new order.
NOTE: See section 3.8.1 — “Search Orders and Guides” for instructions on how to access
this search feature.

3.8.6 Delete Guides

On the “Search Licensee Orders and Guides” results screen:

2. To delete guides, click on the trash can button ﬂ in the Action column for the item you
wish to delete.
NOTE: See section 3.8.1 — “Search Orders and Guides” for instructions on how to access
this search feature.
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4 Glossary

MIPS — MIPS stands for Management of Inventory and Product Sales. This system tracks alcohol and
non-alcohol inventory of products for resale. The online licensee ordering application links directly into
this system and allows the user to see exactly what is available for order in their assigned ABC store’s
inventory.

POS - POS stands for Point-of-Sale system. This is essentially the cash register system at the assigned
ABC store.
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5 Troubleshooting and FAQs

1. How do | know my order has been successfully submitted and is ready for pick-up on the
date | requested?
The Online Licensee Ordering system generates two key emails to update you on the status of
your order.

e When your order is successfully submitted, you receive a confirmation message as
feedback from the system and an email confirming that your order was submitted. See
section 3.3 — “Create an Order” for thorough details.

e When your order has been fulfilled and is ready for pick-up, an email is sent including
notification that your order has been picked and verified and is ready to be picked up
from the ABC retail store with which the order was placed.

See question 2 below for troubleshooting information.

2. | submitted an order but never got confirmation via email that the order was sent to the
store.
You will receive email confirmation once your order was sent to the store; however, there are
several issues that may prevent you from receiving this email.

a. The email address that was entered on the Contact Information page may not be valid.
You can check the email used for your Online Licensee Ordering communications by
logging in to MIPS and using the “Update contact information” link on the main MIPS
welcome screen.

b. Network connectivity with the store may be unavailable. The order will continue to
attempt to submit for a period of time in case network connectivity is restored. Otherwise,
please contact your store directly to place your order or try back again later.

c. If one or more items on the order has a zero (0) available inventory quantity or is below
the inventory quantity requested, NONE OF THE ORDER WILL BE SUBMITTED. There
are several options to resolve this:

i. You may choose to do nothing. Once you click “Submit”, your order is saved to
the system which will continue attempts to submit your order prior to the
Requested Pickup Date. You will receive notification via email in the event that
the store gets enough inventory to process your order. However, upon your
Requested Pickup Date, if one or more items on your list is still either not
available or is not available in the quantity that you requested, NONE OF THE
ORDER WILL BE SUBMITTED.

ii. You may choose to contact the store to verify if the inventory quantity is accurate
or if more is coming in at a later time. You may then use one of the remaining
options to resolve your order.

iii. You may remove any item(s) from your order that have zero (0) available
inventory quantity and re-submit your order. You may also contact your primary
ABC store to have the removed items added back to your order if now or soon to
be available.
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iv. You may substitute any item(s) with zero (0) available inventory quantity and re-
submit your order.

3. The ABC store listed on my profile is not the ABC store with which | usually place my
order.
MIPS Online Licensee Ordering will allow you to place orders for pick-up ONLY at your base
store as assigned by your Enforcement Agent.

Submitting your order online through this system places your order directly with the POS system
of the store noted as your base store. You will not be able have the pickup location changed
once you place your order. If the store that appears on your profile or when placing your order
online is incorrect or has changed, please DO NOT SUBMIT AN ORDER.

To have your base store assignment corrected for purposes of Online Licensee ordering, contact
the store with which you generally place your orders. Future releases of Online Licensee
Ordering are scheduled to have the ability to request a change to your primary store.

4. All the items | entered on my order are showing a zero (0) available inventory quantity at
the store.
Network connectivity with the store may be unavailable. Please contact your store directly to
place your order or try back again later.

5. Itry to submit my order and nothing happens.
This is typically caused by a browser or java script issue. Please confirm that your browser
settings are configured to enable Java-script and Session Cookies and that Pop-ups are not
blocked. MIPS is optimized for Internet Explorer 8at this time. However, we will continue to
increase browser compatibility with each future application releases.
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